Didja Know? SN

Do you know what is the last day for entering
orders in DTS?

Do you know what to do if you need orders that
cross fiscal years?

Do you know what constitutes an orders
Emergency?

Follow these instructions and you can solve the
“mystery” of what to do.



P
Prior Planning! o9

What's that?

'~
If you have a trip, meeting, gj
conference, training, or any other

event that requires you to travel
you MUST have your sighed
request iIn DTS NLT 29 Jul 10.

This the absolute positively no whining no
exceptions date!



Ok, I'll Stop Already!

So, If you need orders for any of the
following, you will have your orders
iIn DTS and SIGNED NLT COB 29
July 2010:



 That about covers all of them!

This is What I'm Talking About

AGR Tvl Orders
AGR Schools

AGR AT Orders
Tech Tvl Orders

ech Training Orders




: : r'YA
Prior Planning O
What's that?

* Now go check those emalls, memos,
training schedules, calendars, whatever you
got.

29 July 2010 29 July 2010 29 July 2010 29 July 2010 29 July 2010 29 July 2010 29 July 2010 29 July 2010 29 July 2010 29 July 2010 29 July 2010



Drop Dead Date

* All Reviewers in the Routing List must
have their “Documents Awaiting Your
Approval” gueue cleared out and to the

Program Manager/Approving Official by
COB 30 July 10.




But | Have an Emergency!

Ask yourself this:

 Am | bleeding?
* |s the armory on fire?
* No?? Then there is no EMERGENCY!

Training events are not an emergency

29 July 2010 29 July 2010 29 July 2010 29 July 2010 29 July 2010 29 July 2010 29 July 2010 29 July 2010 29 July 2010 29 July 2010 29 July 2010 29 July 2010



But | Really Do Have a Valid

Emergency
after 29 Jul 10

* You are required to upload WRITTEN
JUSTIFICATION from your AO, Directorate,
or MSC that informs the Program Manager
you have a valid emergency.

 PM will validate availability of funds with
USPFO before request is Approved.



Where Do | Upload This Thing?
Already | can't remember.....

D
®
® @
* EXpenses
« Substantiating Records....... just like you

do receipts when you file your vouchers.
« See next slide.
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Upload your justification for that “emergency” order.

% Defense Travel System

A New Era of Government Travel
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Hon-Mileage Mileage

Per Diem Entitlements

=Vl

Mﬂ:mnting Additional Options  Rewview/5ign

Substantia ting Records

To fax in your receipts click "Print Fax Cover Sheet", and follow the instructions on the cowver sheet. Then five minutes after the fax

click "Browse,." and after

transmiszion is complete click "Refresh" to see receipts in the lizt. To upload receipts that you hawve sca
selecting the scanned file click "Upload". Click "wiew" to wiew the receiptz. To add or change notes on an
column select the field you would like to change, edit the text, then click the "Save Motes" button,

“fou must hawve the free Adobe Acrobat Reader program installed on your computer to

T e At

ting receipt, under the "MNotes"

receipts, Download the Adobe

Acrobat Reader program.
r Print Fax Cover Sheet v

» Upload Scanned Receipts |[ Browse... ] Upload

Currently there are no Receipts on file for this Youcher.

Date CTW Hotes View Remore
Refrezh
Proceed to the following page: Accounting Codes b Continue




Remember the Rule?

* No Orders = No Travel




What About Fiscal Year 20117

* For any travel after 1 Oct. 10

* Enter your DTS request for FY 11
after 15 September 2010. &%

Vo,



What if My Orders Need to Cross

i 2
Fiscal Years” "_ﬁ

« Two orders MUST be cut.

» S0, get the first order iIn DTS NLT 29
July 2010.

 Get the second order in DTS on or
after 15 September.




What About My Per Diem?

 How do | get my full per diem
when | cross fiscal years??

 Check the next slides and we will
show youl.




In Place Per Diem

* If you are requesting two orders to cover
an overlap in Fiscal Years, you will need to
ensure that you are getting the full per
diem entitlement for the last day of the FY
10 and the first day of the FY 11 order.

 You need to edit Per Diem. o
¢

 Understood?? (see next slides) @



Editing Per Diem @

* Click on Expenses
* Click on Per Diem Entitlements.

* Follow the next slides.



Edit Yiew Favarites Tools Help
2zed N As: screen [0 10221 Cloze Wiindow
aveler Name Help for thiz screen
Def o o Eccnunting Additional Options  Review./Sign
ANe This is the order that cover

26 — 30 Sep 10

m Entitlements

Substantiating Records

Follawing i= a list of per diem allowances far lodging and meals fincidentals for each day of your trip, The "edit" link allows you to change the
information (e.g2., duty conditions, meals provided, etc.) for a specific date ar date range, The "rezet" link changes the per diem infarmation
to the default rates for that date and location.

G54 State Tax Exemption Listing

Date Location

CAMP
ROBINSON@LITTLE
ROCK 4R

09/26/10

CAMP
ROEIMSON@LITTLE
ROCK AR

09/27/10

CAMP
ROBIMSOMIBLITTLE
ROCK AR

09/28/10

CAMP
ROBIMNSONE@LITTLE
ROCK AR

09/28/10

CAMP
ROBIMNSON@LITTLE
ROCK 4R

09/30/10

HILILIHIH

Edit Rezet Ldgz Cost
»Edit  »Reset 0.00
»Edit | = Reset 0.00

0.00

0.0a

» Edit | = PReset 0.00
Reset all

Ldg allowed MEIE allowwed  PerDiemBate Code B L D Qtrz
0.00 40,50
GONICC- a8 f R JTRS AL
. Personal
Imdividual
0.00 E.00
GONCC- a8 fhg QTRS AWalL
lodiv il PErSDnaI

Click the “Edit” button next to
09/30/10

. FETZLTTAT
Individual

Edit All




File Edit “iew Favarites Tools Help

) Provided cost: |0.00

Oocazional

© specialRate When you get to the Expenses — Per
Diem page, scroll down and click on
“In Place”.

Other Per Diem Entitlements

If wou need to claim actuals for lodging, take leave, designate OCONLE incidental amount]
box, Only one option may be applied to a specified date ar the date range uzed for the "

Then “Save These Entitlements”

.@} Ho Other Per Diem Entitlements

Leave
Check here if you are taking leave for the above date or date range.

O
{:} Duty Day{s}{Ho Per Diem)

Check here if you need to uze Duty Day (Mo Per Diem) for the abowe date or date range.
O

Hon-Duty Day(s)
Check here if you need to uze Non-Duty Day far the above date or date range.

Authorized Delay
Check here if you need to use Authorized Delay for the abowve date or date range.

Actual Lodging
Check here if you need to uze Actual Lodging for the above date or date range.,

OCONUS Incidental Amount - (Used to reduce the daily incidental rate to the minimum. )
heck here if your AQ determines the minimum default incidental rate applies for the abowve date or date range, instead
of the applicable locality rate included in the daily amount for Meals and Incidentals.

O In Place - (Used to increasze the ME&IE amount to 100% on first or last day of travel)
Check here if you are beginning or ending your trawel at a TDY location wice your permanent duty station.

Cancel These Entitlement Changes and Return save These Entitleg CI | C k

N

Proceed to the following page: fdcocounting Codes W Continue




Edit Yiew Favarites Tools Help

;ggelj In A screen [0 10221 Cloze Wiindow
aveler Name Help for thiz screen
Def o o Eccnunting Additional Options  Review./Sign

= ANe This is the order that cover

01 _ 05 OCt 10 m Entitlements Substantiating Records

Follawing i= a list of per diem allowances far lodging and meals fincidentals for each day of your trip, The "edit" link allows you to change the
information (e.g2., duty conditions, meals provided, etc.) for a specific date ar date range, The "rezet" link changes the per diem infarmation
to the default rates for that date and location.

G54 State Tax Exemption Listing

Date Location Edit Rezet Ldgz Cost Ldg allowed MEIE allowwed  PerDiemBate Code B L D Qtrz

CAMP

10/01/10 | ROBINSCN@LITTLE »Edit | »Reset 0
ROCK 4R,
CAMP . 13 R L)

10002710 | prgmson@UTre | || smeset 0 Click the “Edit” button next to
ROCK 4R,

= 10/01/10

CaMP

10/03/10 | ROBIMSOM@LITTLE » = Reset 0
ROCH AR,
ChMP o FA00

10/04/10 | poBIMSOM@LITTLE »Edit | »PReset 0.00 GOWOC- Poraonl 88 f 54 QTRS AVAIL
ROCK 4R Individual

10/05/10 CAMP 0.00 40,50
ROBIMSOME@LITTLE + Edit | *Reset 0,00 GOWCC- Pers'unal g5 f 54 QTRS BVAIL
ROCK 4R Individual

Reset all Edit All




File Edit “iew Favarites Tools Help

) Provided cost: |0.00

Oocazional

© specialRate When you get to the Expenses — Per
Diem page, scroll down and click on
“In Place”.

Other Per Diem Entitlements

If wou need to claim actuals for lodging, take leave, designate OCONLE incidental amount]
box, Only one option may be applied to a specified date ar the date range uzed for the "

Then “Save These Entitlements”

.@} Ho Other Per Diem Entitlements

Leave
Check here if you are taking leave for the above date or date range.

O
{:} Duty Day{s}{Ho Per Diem)

Check here if you need to uze Duty Day (Mo Per Diem) for the abowe date or date range.
O

Hon-Duty Day(s)
Check here if you need to uze Non-Duty Day far the above date or date range.

Authorized Delay
Check here if you need to use Authorized Delay for the abowve date or date range.

Actual Lodging
Check here if you need to uze Actual Lodging for the above date or date range.,

OCONUS Incidental Amount - (Used to reduce the daily incidental rate to the minimum. )
heck here if your AQ determines the minimum default incidental rate applies for the abowve date or date range, instead
of the applicable locality rate included in the daily amount for Meals and Incidentals.

O In Place - (Used to increasze the ME&IE amount to 100% on first or last day of travel)
Check here if you are beginning or ending your trawel at a TDY location wice your permanent duty station.

Cancel These Entitlement Changes and Return save These Entitleg CI | C k

N

Proceed to the following page: fdcocounting Codes W Continue




And now you know the answer to:

When Is the last day to request
orders in DTS?



